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Online Virgin Islands Public Access Guide 

 

Existing Users 

 

1.  Enter your email address. 
 
2.  Enter your Password. 
 
3.  Click on the ‘Login’ button. 
 

 
 

Forgot Password 

 
1.  Click on ‘Forgot Your Password.’. 
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2.  Enter your Email ID and click on the ‘Retrieve Password’ button. 
 

 
 
 
3.  The confirmation page is displayed: 
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New User Registration 

 
1.  Click on ‘Click here to Register >>>’ 
 
Note:  If you have already created an user account login using a previously 
created email address and password, you will not be able to create another 
account using the same email address.  Fields marked with * are required. 
 

 
 
2.  Enter your new user registration information in the window below.  Write your 
password down and click the ‘Register’ button. 
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3.  New User Registration Confirmation Screen is displayed: 
 

 
 
4.  Click the ‘Continue’ button. 
 
5.  The Home page screen is displayed: 
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Change Password 

 

1.  Click on ‘Change Your Password.’ 
 

 
 
2.  Change Password screen is displayed: 
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3.  Enter required fields information and click on the ‘Change Your Password’ 
button. 
 

 
 
4.  Password successfully screen is displayed: 
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Update User Registration Information 

 

1.  Click on ‘Update User Registration Informatio.’ 
 

 
 
2.  User Information screen is displayed:   
 

 
 
3.  Update your user information and click the ‘Save’ button. 
 
4.  Click on the ‘Back to My Profile Page’ button. 
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Apply for New License 

 

1.  Click on ‘Apply for New License.’ 
 

 
 

2.  Business Information screen is displayed:   
 

 
 
3.  Select Organization Type from the drop down list. 
 
4.  Enter EIN or Social Security Number.  
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5.  Confirm EIN or Social Security Number. 
 
6.  Click on the ‘Check Business’ button. 
 
Notes: 
 

� If the business exists in the system, the login user will see the information 
in the business tab screen after clicking on the ‘Check Business’ button. 

 
� If the business does not exists in the system, a blank screen will be 

displayed in the business tab after clicking on the ‘Check Business’ 
button. 

 
� If the login user does not own the business, and the business exists in the 

system, the login user will need to click on ‘Associate Existing 
Business’ link.  See page 25 for ‘Associate Existing Business.’ 
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Business Tab 

 
1.  Enter required fields information. 
 
2. Click on the ‘Save & Go Next’ button. 
 

 
 
Note:  To go back to a previous tab, click on that tab. 
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Individual(s) Tab   

 

1.  Enter information in the required fields. 
 
2.  Click on the ‘Save’ button. 
 
3.  Click on the ‘Next’ button. 
 
Note:  To add another individual(s) click on the ‘Add Person’ button. Click on 
the ‘Save’ button, then click on the ‘Next’ button. 
 

 
 
Note:  To go back to a previous tab, click on that tab. 
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Tax Info Tab 

 

1.  If “Yes” was selected, click on ‘Download Affidavit Form’ to download the 
form.  Submit or fax to the respective address or fax number.   
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2.  The affidavit form is displayed: 
 

 
 
3.  Click on the ‘Save & Go Next’ button. 
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4.  If “No” was selected, select tax information form(s): 
 

 
 
5.  Click on the ‘Save & Go Next’ button. 
 
Note:  To go back to a previous tab, click on that tab. 
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Location Tab 

 

1.  Enter information in the required fields. 
 
2.  Click on the ‘Save’ button. 
 
3.  Click on the ‘Next’ button. 
 
Note:  To add another location click on the ‘Add Location’ button. Click on the 
‘Save’ button, then click on the ‘Next’ button. 
 

 
 

Note:  To go back to a previous tab, click on that tab. 
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License Type 

 

1.  Click on ‘Add.’ 
 
2.  Select Issuing Authority License. 
 

 
 
3.  Select type of License(s).  Click on ‘Save.’ 
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4.  Existing License(s) List screen is displayed: 
 

 
 
5.  Click on the ‘Next’ button. 
 
Notes:   
 

� If the wrong license was selected, click on the ‘delete’ button to remove 
the license. 

 
� To go back to a previous tab, click on that tab. 
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Payment Tab 

 

1.  Enter Billing Information. 
 
2.  Click on the ‘Save & Go Next’ button. 
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3.  If “No” was select for ‘Did you prepare this application yourself?’ the 
following screen will be displayed: 
 

 
 
4.  Click on the ‘Save & Go Next’ button. 
 
Note:  To go back to a previous tab, click on that tab. 
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Review Tab 

 

This page will allow you to review and edit your license application before being 
submitted for approval: 
 
Note:  You cannot go back to a previous tab from the Review Page.  
You can delete a Person or Location information by clicking on the respective 
‘Delete’ button. You can Edit Business, Person, Location or Payment by clicking 
on respective ‘Edit’ Button. To add or delete a license click on the ‘Add’ or 
‘Delete’ button on the License(s) information section. 
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1.   Click on the ‘Print Application’ button for a copy of the application. 
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2.  The print preview page will be displayed: 
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Note:  Click on the ‘Print’ or ‘Close’ button. 
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3.  Click on the ‘Submit Application’ button. 
 

 
 
4.  The following screen will be displayed: 
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Associate Existing Business 

 

1.  Click on ‘Associate Existing Business.’ 
 
Note:  If you are an agent, this page will allow you to maintain your client(s) 
existing business. 
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2.  The following screen will be displayed: 
 

 
 
 
3.  Select Organization Type from the drop down list. 
 
4.  Enter EIN or Social Security Number.  
 
5.  Confirm EIN or Social Security Number. 
 
6.  Enter Passcode. 
 
7.  Click on the ‘Go Next’ button. 
 
8.  Make the necessary changes to the existing business. 
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Forgot Passcode 

 

1.  Select Organization Type from the drop down list. 
 
2.  Enter EIN or Social Security Number.  
 
3.  Confirm EIN or Social Security Number. 
 
4.  Click on the ‘Do not have passcode or forgot passcode.’ 
 

 
 
5.  The following screen will be displayed: 
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6.  Enter the number of Officers for the business and press [Enter]. 
 
7  Enter the Officer(s) Name and Social Security Number(s). 
 
8.  The following screen will be displayed: 
 

 
  
9.  Click on the Retrieve ‘Passcode’ button. 
 
10. A confirmation message will be displayed: 
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For questions, comments, or suggestions, click on the ‘Contact Us’ link. 
 

 
 
The following form will be displayed: 
 

 

 
 

1. Click on the ‘Submit’ or ‘Reset’ button. 


